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Dental - Chief Operating Officer
Company Name: [INSERT COMPANY NAME HERE]
Department: Leadership
Reports to: Chief Executive Officer
Location: [INSERT LOCATION HERE]
1. Position Summary
You'll run day-to-day operations across all of our practices and the central call center. The regional operations managers report to you. You build the systems every practice uses, from schedule templates to compliance checklists, so patients get the same experience at any location, and you bring newly acquired practices onto those systems.
2. Essential Duties and Responsibilities
1. Lead the regional operations managers and set the goals each practice works toward.
1. Write and keep current the group's standards: schedule templates, morning huddle format, check-in and checkout, and collection policies.
1. Run the central call center and decide how new-patient calls, recall calls and practice overflow are handled.
1. Move acquired practices onto [your practice management software], group policies and payroll with a written integration plan.
1. Negotiate supply, dental lab and equipment contracts with the CFO.
1. Oversee OSHA, infection control and HIPAA programs in every practice with the Clinical Director and HR Manager.
1. Plan capacity at each practice: dentist days, hygiene days, open chairs and staffing.
3. Key Tasks / Daily Activities
1. Review yesterday's production, collections and schedule fill by practice, and follow up where numbers slipped.
1. Meet with regional operations managers about staffing gaps, patient complaints and practices behind plan.
1. Check call center results: calls answered, new patients booked and calls lost.
1. Solve vendor, equipment and software problems that affect more than one practice.
1. Work with the Clinical Director on issues that touch both care and operations, such as how much time each hygiene visit type gets.
4. Key Performance Indicators (KPIs)
1. Production against plan by practice: [your target].
1. Group collections against production: [your target].
1. Hygiene schedule fill across the group: [your target].
1. New patients booked by the call center: [your target].
1. Staff turnover by practice: [your target].
5. Required Qualifications and Skills
1. [8+] years of operations leadership, including [3+] years over multiple healthcare or service locations.
1. Experience running appointment-based practices that bill insurance, such as dental, medical or therapy offices.
1. Builds and reads reports from [your practice management software] or similar systems.
1. Working knowledge of OSHA and HIPAA rules for dental offices.
1. Has led managers who lead teams, and coaches them without doing their jobs for them.
6. Preferred Experience
1. COO, VP of operations or regional director experience at a dental service organization (DSO).
1. Has led the integration of acquired practices.
1. Has set up or run a patient call center.
1. Has standardized schedule templates or huddle routines across several practices.
7. Physical Requirements
1. Work at a computer for long stretches, and walk through practices during site visits.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Central office in [city], with frequent practice visits.
1. Regular driving to every practice, with occasional overnight travel [frequency].
1. Business hours [Monday through Friday], with evening or weekend calls when a practice has an urgent problem.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new chief operating officer gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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